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1. APPROVALS SYSTEM 

a. GENERAL 

(1) The preparation of plane and program* within the Agency 1* Inseparable 
from the formulation of the budget. The budget Is in fact a translation 
of plans and programt In terms of manpower, materiel, and money. As 
such It la a central artery of management oontroL 

(2) The process of budget submissions and rertewe which leads up to an ap- 
propriation from Congress provides a mec h a ni s m whereby successive 
levels of management can Ue together program planning, budget formu- 
lation, and budget execution; asseas past performance and taturere- 
quirementa; ascertain priorities and make recommendations through 
the '•hfi" of command regarding distribution of resources. Such rec- 
ommendations from lower levels in the organhatipn are necessarily re- 
Oned and their detail condensed as they move upward from echelon to 
echelon. Because of their scope, complexity, or Impo rtance, som e 
Agency activities require a more thorough-going, separa te preee ntaCon- 
Aleo. there are occasions when annual plans as igpremil l to tha bud get 
must be revleed and adjustments mad* to the ortgtosA distribution of 
resources. 

b. not BCMiv ctclk ■ 

U> The flret stop in the budget cycle takas Ham to tm swing in the form 
of a preliminary estimate, whleh h an apgrffltma SIreij ng the budget wtoch 
will be required for the fiscal year come fifteen mootfefc away. D«1n* the 
summer months the estimate 1* reviewe d and dsvrioped to driafl for 
sa&mtaeioa to the Burma of tha B ud ge t. During the a utumn th e B ureau 
rnmtym i this eettaate to ooatext with previous Aganry bodpri* and with 
prevailing Government-wide total pnhrtm Adjarimant i are made to 
concert with the Agency and the r e vle ed es tim a te then gees forward aa 
part of the President’s Cong re ss i o n a l Budget 

( 2 ) The operating Budget formulated to the spring bsMfU fee beginning of 
the fiscal year details the financial data necessary td apdate fee Con- 
gressional Budget so that it reflects current oondWona and coats within 
the Agency as compared with those conditions and costs stallin g at the 
time the Congressional Budget was prepared. Upon approval of th e 
Deputy Director of Central Intelligence, the Operating Budget becomes 
the flnanMai plan under which the Agency wfll operate for the immedi- 
ately oncoming fiscal year. 

e. SOURCE OF FUNDS 

(1) The foregoing budgetary process results to an a ppropriation b y Compa ss 
which provides the funds required to carry out W Ml W iens assigned to 
the Agency. 

(2) The Deputy Director of Central InteMggftoe, ta ajgi&vinc tog Operating 
Budget, also approves: 

(a) The allowance, or share, of the total appropriated lands to be ear- 
marked for the Executive Director-Comptroller tar the Immedi a te 
Office of the Director, each Deputy Director, and each Read of an 
Independent Office. (The term "Head of an Independent Offlee" 
msm the inspector General and the General Counsel ) 

(b> The slwnrrET of funds to be wads to wafer Wafla, divirions, and 
* ~ ‘Deputy 

Director and Baud of an 
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(3) The Director of Budget. Program AnalyiU, and Manpower issues to these 
subordinate components allotments which provide the authority to ob- 
ligate and expend funds within the limits of their allocations. 

4. OPERATING BUDGET APPROVAL 

(1) Each spring the Director of Budget, Program Analysis, and Manpower 
shall provide to the Deputy Directors and Heads of Independent Offices: 
(a) Instructions for preparing: 

(1) an Operating Budget for the oncoming fiscal year, and 

( 2 ) a preliminary estimate for the succeeding fiscal year. 

<b) Policy guidelines with respect to funding and manpower limitations. 

( 2 ) Deputy Directors and Heads of Independent Offices shall prepare their 
budgets in accordance with these instructions and within the limitations 
and submit them to the Deputy Director of Central Intelligence, via the 
Director of Budget, Program Analysis, and Manpower, according to sched- 
ule. 

(3) The Executive Director -Comptroller shall review the Operating Budgets 
of major staffs, divisions, and offices, holding hearings as necessary, in 
coordination with the appropriate component, the Director of Budget, 
Program Analysis, and Manpower shall summarise selected Operating 
Budgets and arrange for a detailed presentation of these portions of the 
total budget to the Financial Policy and Budget Committee. The Finan- 
cial Policy and Budget Committee, on the basis of these detailed presen- 
tations, and having r eviewe d the budget as a whole, shall develop final 
recommendation* to the Deputy Director of Central totePigenoe on the 
proposed Agency Operating Budget. 

(4) The Agency Operating Budget. 1st— imartaed form, shall then ge forward 
for DDCI approval. Approval of the Operettas Budget by the Deputy 
Director of Central Intelligence determines the allowance# to be- made to 
the Executive Director-Comptroller ami each Deputy Director and Head 
of an Independent Office, and also the allocations to subordinate com- 
ponents undsr the Executive Director-Comptroller, Deputy Directors, and 
Heads of Independent Offices. However, certain Agency activities de- 
scribed in subparagraph e below must be presented separately and In 
detail for final DDCI confirmation. 

(5) Following congressional appropriation of funds and DDCI approval of the 
Operating Budget and of specific activities when required by subparagraph 
e below, the Director of Budget. Program Analysis, and Manpower shall 
issue allotments and requisitioning authorisations which constitute au- 
thority to enter into commitments, to obligate and expend funds, and to 
place requisitions. 

e. SEPARATE ACTIVITY APPRO VALE 

(1) The annual process of review and approval of the Operating Budget pro- 
vides top management with much of the knowledge required to administer 
effectively Agency operations for the ensuing fiscal year. However, there 
are activities funded within the Operating Budget which by nature of 
their scope, cost, or policy Implications, or because of other considera- 
tions, warrant review and study apart from, but to context with, the over- 
. *11 Agency budget. Such a separate activity, foe example, may be a com- 
plete operational entity, each as a major covert action undertaking, or a 
group of related item*, such as several small contracts constituting an ex- 
ternal research program. Expenditures or tor such activi- 

ties are subject to appOeabte Agency regulation! (**, pr o aat e ui cnt of real' 
estate, construction, p rocure ment of vehicles, etn) linings the requirements 
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of regulation* hare been waived or modified for a particular activity by 
an approved Administrative Plan. 

(2) The Executive Director-Comptroller. In conxultation with the appropriate 
Deputy Director, shall formulate for DDCI approval recommendation*: 

(a) Identifying those activities within the Operating Budget of each Dep- 
uty Directorate which require separate DDCI approval. 

(b) Establishing a reporting formula moat suitable for presentations from 
that particular Deputy Directorate. 

<S) Request* for approval* of such separate activities shall be submitted to 
the DDCI, via the Executive Director-Comptroller, after the Operating 
Budget Is approved and In accordance with the approved reporting formula 

f. REPROGRAMMING. The approved Operating Budget, as a major instrument 
of management control. Is a command direction to subordinate echelons to 
distribute Agency resources according to a formal plan. Within the Jurisdic- 
tion of the Executive Director-Comptroller and of eaoh Deputy Director and 
Head of an Independent Office, the allocations made to major staffs, divisions, 
and offices are not ordinarily subject to redistribution. However, it Is recog- 
nised that departures from the fixed plan will occasionally be necessary during 
the fiscal year to align resource* with changing req uirem ent* To effect such 
reprogramming, Deputy Directors and Heads of Independent Offices concerned 
shall request the Director of Budget, Program Analysis, and Manpower for a 
change in allotments. With respect to shifts in the use of resources within a 
given allotment, the Director, of Budget, Program, Analysis, and Manpower 
shall develop In concert with each Deputy Director and Head Of an Inde- 
pendent Office an appropriate reporting system designed to keep the Agency 
financial plan in step with program dadtiene 

g. FINANCIAL rOLICT AND BUDGET C OMMI T 111 

( l > general. The Agency desires internal decision* that promrte the moat 
effective, efficient, and economical use of Its resources. To assist In this 
objective, the Financial Policy and Budget Committee has been established 
TMs Committee evaluates Agency overall annual bu d g e ta ry req ui rement*, 
advisee the Deputy Director of Central Xntslhpmoe wMh reaped thereto, 
and, as requested by the Executive Director -Comptroller, evaluates and 
provides advice relating to speeUle proposals involving the use of Agency 
resources. 

(2) ORGANIZATION 

(a) The Financial Policy and Budget Committee la organised as follows: 
Chairman 

Executive Director -Comptroller 
Alternate Chairman 

Director of Budget. Program Analytic anti Mamma n 
Members 

Assistant Deputy Director for Intelligence 
Assistant Deputy Director for Ftyts, 

Astifttht Deputy Director for Scsetto* and Technology 
Assistant Deputy Director for Su pp ort 
Deputy General Counsel 
Director of Finance 

Secretary (non voting) selected by the Chairman 
ib) The Financial Policy and Budget Committee meets upon call of the 
Chairman. 

(!) FUNCTIONS. The Financial Policy and Budget C ommittee shall: 

la) Review and recommend to the Deputy Director of Central XnteIBgence 
for approval initial budget sub mis s ions and Operating Budgets. 
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(b) At the request of the Executive Director-Comptroller, review 
make recommendations with respect to: 


and 


m 


( 2 ) 


(4) 


EC t cv/uu»im.i ■■ • — 

Reprogramming proposals occasioned by significant changes In 
policy or scope of action not contemplated when the Operating 
Budget was approved. 

Requests for approval of separate activities of general concern 
which require approval of the Deputy Director of Central Intelli- 
gence. 

Requests for releases from the Agency's Reserve for Contingencies. 
Any other matters which, In the opinion of the Executive Director- 
Comptroller, warrant consideration by the Committee. 

(4) PROCEDURES. . The Secretary of the Committee shall, upon the request 
of the Chairman: 

<a> schedule Committee meetings, and notify members of special meet- 
ings. 

<b) Distribute to the Chairman and members the agenda of the meetings 
and copies of documents for consideration, with all supporting ma- 
terial. 

(c) Provide the Chairman and members with a record of action taEon on 

each document. . 

(d) Prepare reports and recommendations of the Committee for submis- 
sion to the Deputy Director of Central Intelligence 

2 . POLICY REGARDING FUTURE COMMITMENTS FOR FOREIGN 

assistance 

a Headquarters officials reaponslble lor negotiating or approving PH>)eet»of 
grams Involving this Agency and any foreign government a toaj d h« b * 

the following policy statement enunciated by N BC Actto n 16W, on 

October 1954 In accordance with the President's directive ©I • May ifw. 

b. According to NSO Action IMA the President's directive stated that “no 
pr omise s or commitments, involving future performance or future expenditures 
of UA funds tor foreign assistance, should be made or implied except upon 
specific determination: 

(1) “That such promises or commitments are In aeooedanoe with approved 
policy. 

(2) "That either funds have been appropriated or authorised by the Con- 
gress— including such authority as may be granted for m a k i ng 
term commitment* — or, that there is Executive deter mi natio n to seek such 
funds as may be required. 

■As to the extent to which the recipient country may be able to support 
the programs contemplated. 

“As to the probable time-span over which such s s al st a rve may have to 
be granted.” 

In conforming with this poMy, It la to be under stood that the purpose of the 
President’s directive is to epsure that the Dotted Males dogs not make com- 
mitments, express or Implied, to furnish funds, goods, or agrvleaa to foreign 
governments without: 

(1) Appropriate governmental clearance; 

(2) Satisfactory assurance that such commitments (a) can and will be met, 
and (b) do Into account the beet interests of the United States In the 
use of Its resources; and 

O) A dear wxuwuiwiiin with ths re ci pi en t as to the nature, scope, and 
time-span of the ooaemltaent. 


(3) 


(4) 


1 

it 


I 

a 


s 14 February 1M4 (ITO 


SECRET 


Approved For Release 2001/04/04 : CIA-RDP78-O4727AOOO2OO25Q038-3 


Approved For Release 2001/04/04 F6 W- i RBR b WD4727A000 

PERSONNEL 



10. CEILING AND POSITION AUTHORIZATION 

a. GENERAL. The principal characteristics of the Agency’s manpower control 

system are : 

(1) Differentiation between manpower assigned to carry the day-to-day oper- 
ating workload and manpower not so assigned. 

(2) Flexibility in position structure (types, levels, organizational location of 
positions) to enable responsible supervisors to shift personnel to meet 
changed workload requirements. 

(3) Annual review by organizational components of their personnel require- 
ments and establishment of personnel ceilings on the basis of organiza- 
tional components. 

(4) Identification of requirements for staff personnel according to the Career 
Service which will be responsible for filling the requirements. 

(5) Identification of requirements for certain categories of personnel that 
are not administered by the Heads of Career Services, such as military 
details, contract employees, personnel recently employed and as yet not 
assigned to a Career 8ervice, and certain categories of staff personnel who 
do not fit into the Career Service structure of the Agency. 

(6) Stabilization of the average grade level of a Career Service. 

b. DEFINITIONS 

(1) The “planning paper" is a document prepared at yearly Intervals by 
Operating Officials to calculate personnel requirements for the components 
under their control during the coming fiscal year. 

(2) The "staffing complement” is the list of positions of various types, levels, 
and, If appropriate. Career Service designations required to meet the work- 
load of a component. These positions an categorised as follows: 

(a) "Limited positions" are positions that may be occupied by no more 
than a specified number of individuals at one time, except for over- 
laps in connection with reassignment. 

(b) "Flexible positions” are positions that may be occupied by an unlimited 
number of Individuals at one time. 

(3) The "development complement” is a planned celling allowance adminis- 
tered by the Head of the Career Service for the Interim assignment of 
members of his Service who are in training or otherwise are awaiting as- 
signment to positions. This ceiling allowance will be Included In the cell- 
ing of the component under the control of the Head of the Career Serv- 
ice. Personnel of any grade may be assigned to it 

(4) The "staff ceiling” of the Agency and of its organisational components 
is the maximum authorised number of personnel, consisting of staff per- 
sonnel, detailed military personnel, civilian personnel detailed from other 
Government agencies on a reimbursable basis, and Agency civilian per- 
sonnel detailed to other agencies on a nonreimbursable basis or in ex- 
ternal training status. Contract employees who perform staff-type duties 
In the United States (except Alaska and Hawaii) are included in the staff 
ceiling except as set forth below: 

(a) When the task for which they are engaged represents short-term, 
nonrecurrent activities such as building, rehabilitation construction 
ground landscaping, and related work programs; 
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53. CONTRACT PERSONNEL. This paragraph states Agency policies gov- 
emlng personal service contracts with nonstaff p ersonnel. It does not apply 
to the employment of consultants (see 

a. roufcrr 

(1) The Central Intelligence Agency may engage Individuals by contract: 

(a) When It Is necessary to provide for short-term operational or support 
needs which cannot be met through the use of available staff em- 
ployees. 

(b) When the services of particularly well-qualified Individuals who can- 
not "meet all the requirements for staff employment are required. 

(c) When there Is a need to exploit operational considerations to the 
maximum without obligating the Agency to long-term employment. 

(d) When the nature of the mission for which the Individual Is being 
hired precludes his being subject to administrative control or work- 
ing specifically defined hours. 

(e) When the Individual's primary employer or interest Is not the Central 
Intelligence Agency and the services the Agency desires from him 
are supplementary to his primary Interest or vocation. 

(2) The hiring of individuals by rontract Is subject to the following restric- 
tions: 

(a) Contract personnel may be engaged only for approved activities for 
which funds are specifically available. The funds shall be budgeted 
for a nn ually and shall not exceed limitations Imposed by the beads 
of the components concerned. 

(b) Contracts with Individuals who are to have a direct employment re- 
lationship with the Agency shall whenever possible be written and 
signed. In order to document the commitments and obligations of 
the Agency, a memorandum In lieu of a written contract may be pre- 
pared when security or operational factors prevent the execution of 
a written contract. 

(c) The Operating Official or Head of the Independent Office concerned 
shall procure appropriate, security or operational approvals before 
any contractual arrangements, oral or written, are entered Into with 
Individuals and before any disclosure to them of classified Information. 

(d) No commitment relating to the use of the services of an employee 
of another Government agency shall be made without the prior ap- 
proval of the Operating Official or Head of an Independent Office 
concerned and the Director of Personnel. 

(e) No commitments, specific or Implied, shall be made to contract per- 
sonnel that appointed employment status win be offered at the con- 
clusion of or during any period of their contract service, nnU>— inch 
commitments have been approved by the Director of Personnel and 
the Director of Security. Similarly, staff personnel shall not be trans- 
ferred to a contract status except under extraordinary circumstances 
and then only when approved by the Operating officia l or Head of 
the Independent Office concerned. 

(f) A satisfactory medkal evaluation la a prerequisite to the execution of 
a contract providing Federal Employees' Compensation Act or other 
medical benefits. 
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(3) The following provisions apply to cover Income received by contract per- 
sonnel. (Cover income Is defined as Income received from cover activi- 
ties, for bona fide services to the cover activity, earned as a result of associ- 
ation with CIA, which does not have the Agency as Its source, and for 
which reimbursement from the Agency has not been and will not be 
sought. Cover Income Includes all emoluments received whether In the 
form of direct salary, commissions, fringe benefits, allowances and dif- 
ferentials, or otherwise.) 

(a) In the case of contract employees, cover Income Is the property of the 
Government and shall either be returned to the Agency or be offset 
against compensation due from the Agency. 

(b) In the case of contract agents, the question of retention, return, or 
offset of cover Income may be the subject of negotiation. 

(c) In the case of career agents, cover Income may be (1) offset against 
the compensation due from the Agency, (2) returned to the Agency, 
or (3) offset and re tained by th e Individual In accordance with the 
formula outlined lnBSnUHtHi 

(4) Income received by contract personnel from cover activities which has 
the Agency as Its source, or for which reimbursement from the Agency has 
been or will be sought, does not come within the principles outlined In 
subparagraph M3) above, but is the property of the Government and 
must be returned to the Agency or offset against compensation due from 
the Agency. 

b. CATEGORIES OF INDIVIDUALS ENGAGED UNDER CONTRACT. There are 

three principal categories of contract personnel: 

(1) CONTRACT EMPLOYEES. Contract employees are temporary personnel 
who are employed by contract for a specified period to meet short-range 
needs In official Agency activities. They may be citizens of ths United 
States or foreign nationals. They work under controlled and supervised 
conditions, and are compensated on a salary basis. While not staff em- 
ployees of the Agency, they have an employee relationship to the United 
States Government and receive rights, benefits, and privileges In accord- 
ance with their citizenship status. There are two types of contract em- 
ployees as defined below: 

<a) Typo A (Staff Type). Contract employees who meet staff employee 
security standards and who have been granted security clearance to 
perform staff-type duties at headquarters or other CIA Installations. 
They shall, however, be admitted to headquarters, station, and base 
offices only as required. 

(b) Type B (Nonstaff Type). Contract employees who art not required to 
meet full staff employee security standards and who do not have 
access to CIA headquarters or other official Agency Installations or to 
classified material, except under conditions specifically set forth at 
the time of request for security approval of their employment or 
amended by subsequent request. Access to Agency offices either at 
headquarters or overseas, shall be granted only In very unusual and 
Important cases and shall be kept to an absolute mi nimum 

(3) CONTRACT AGENTS. A contract agent Is a citizen of the United States 
or a foreign national engaged as an Independent contractor to perform 
certain specific activities either within or outside the United States. A 
contract agent may be used by a proprietary or subsidised organization 
but may not work in a headquarters, station, or base office. A contract 
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agent receive* only the benefits and compensation which have been estab- 
lished as equitable and necessary to obtain his service* and which are 
specified In hi* contractual agreement. 

(3) CAREER AGENT8. A career agent 1* an Individual who, having demon- 
strated his operational value to the Central Intelligence Agency over a 
period normally of not less than three year* for United State* citizen* and 
of five years for foreign nationals, has been engaged on a career basis for 
the purpose of performing covert activities for an extended period of time. 
The cover may be established before his engagement with the Agency, 
with or without Agency Intervention, or It may be established by the 
Agency after the recruitment of the agent. While not a staff employee, 
the career agent Is an employee of the United States Government by 
virtue of hi* relationship with the Agency and Is normally entitled to 
benefits and privilege* commensurate with but not necessarily Identical 
to those granted to staff personnel. 

c. AUTHORITIES 

(1) The Director of Personnel, hi* Deputy, and the Special Contracting Officer 
(Chief, Contract Personnel Division), on the request of an Operating 
Official or Head of an Independent Office, are authorized to execute agree- 
ments and contracts with Individual* who are engaged for the furnishing 
of Information or services and to amend, renew, and terminate such 
agreements and contracts. Deputy Directors and Heads of Independent 
Office* may, where necessary, designate Contract Approving Officers for 
the approval of contract actions for Individuals whose payment Is or will 
se charged against funds Under their control. Contracts providing for 
basic compensation at a rate which. If projected on an annual basis, would 
exceed the maximum annual rate for grade 08-15 shall not be executed 
until the Deputy Director or Head of the Independent Office concerned 
and the Director of Central Intelligence have approved such compensation 
The Director of Personnel shall forward all such requests to the Director 
of Central Intelligence with his recommendation. 

( 2 ) Authority granted to the field Is subject to the following limitations. 

(a) All contracts executed In the field are subject to postaudit by the 
Director of Personnel. 

(b) Deputy Directors may limit the exercise of the authority granted to 
chiefs of field Installations to any extent deemed desirable. 

ic) Contracts prepared by headquarters shall be amended only by head- 
quarters or with prior headquarters approval Contracts executed In 
the field may be amended In the field, but all such amendments «>»«ii 
be forwarded to headquarters. 

(3) The provisions of all contracts written under the authority of HR 30-53 
are subject to review for legality by the General Counsel under such con- 
ditions as he may prescribe. 
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PROCEDURES. Details on the processing of contracts, the benefits which 
may be granted, and procedures for the termination of contracts am con- 
tained in f“ 


Revised: 0 March 1M4 (177) 


SECRET 


dour i 

(mWmI Kwas * 


137 


Approved For Release 2001/04/04 : CIA-RDP78-O4727AOOO2O0 




